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Recommendation No. llc 


Prepare a paper directing Chief, Clerical Staffing Branch to 
canvass all components of the Agency annually for unclassified 
work to be performed by clerical employees in process at TAS, 


In our discussion of this recommendation the Chief, Clerical Staffing 
Branch was directed to prepare a draft notice which would achieve the 
recommendation's purposes. Attached is a draft Headquarters Notice which 
_ we propose for publication and distribution to supervisors throughout the 
Agency. The recommendation refers only to unclassified work, but because 
of the occasional availability in TAS of cleared clerical personnel, we con- 
sider it useful to mention the possibility of accepting some classified work 
eupeers to appropriate controls. 
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Recommendation No. 1ld 
mE ation NO. tid 


Seek professional advice in planning and submit a proposal for 
improving the decor of the TAS. 


We have communicated informally with the Chairman, Fine Arts Commission, 
concerning the redecoration of the space which CSB will occupy on the third 
floor of the Ames Building when their pending move is completed. Attached is 
a list of the suggestions Prepared by the Chief, C r staff, 
these suggestions is now in the hands of Mr. Chairman of the 
Fine Arts Commission, and he has indicated that we may expect to receive the 
Commission's advice and suggestions in the near future, 
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RECOM ENDATION HO. Lh 


Tnitiate prompt action to establish « syatem incuring pesitive aud 
soatdnuous control and Jocation of all Official Personnel’ Piles. 


1. ‘The attached memorandum for Chiat, Control Division trom Caicl, 
Transactions end Recoxds Breach outlines the initial review made of 
aduinistrative contxrol of Official Personnel Flies. 


@» The following is a suumary of actions taken: 


a. A semi-annual inventory was rolnstituted in Juns 1971. 
This inventory ia nore han half complete. Results prove the 
4nventozy to be worthwalle and a Durther precaution for sncrecsed 
file control. Tins far we have been able to conduct the inventory 
with present staiv. 


b. Geverel Departments and Agencies were consulted as to how 
they handied tha control of their Official Personnel folders. Froa 
this, wa consider our handling of folders to ba suparior vo tuct in 

. those orgenizations and recommend the adoption of only eas festure. 
We believe that all Official Personnel Toldera being requcated toy 
officials in the deedcuarters aren should be picked up in porson 
from the File Toon. It is estimated that 95 to 9) percent are 
‘picked up in this muenner at the present tine. — 


@. Discucalons have bean held and a requirement levied on the 
SITS Group for consideration of an on-line computer contvol of the 
Official Versonael Folier. 


25X1A a. Attached are drafts of a Hegdouarterg Notice (Tb A) sad 
an OPM (itob B) calling attention to “Control ond Loan 
of Official Personnel folders,” ond empissizing areas in woich 


difficulties heve bean encountered in tha control of the Cificial 
Personnel dolder because of lack of administrative discisiine in 
following the procedures and requirements of thet Mandbeck. The 
proposed Iotice also stipulates that Official Personnel voldera 
must be picked up in person by Headquarters based personucl ond 
that the Handbook is being changed accordingly. 


3. We believe the cum of these actions wlll gubstentially inpreve 
the control of Official Personnel Folders. With the approval of tha. 
Daputy Director for Suppjort wa shall process tha attached Hoecdcuarcers 
Notice and OPM for muiblication. 
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TACO OROAPTON TO, 36 
eee ae ee a ee ee oe 


Perfoma a study of the woricload damands upon the Central. Processing 
Branch subsequent to overceas personnel reduction programs such as sap 
and OP, to detcimine mempowor needs of the Branch. 


1. The BALPA and OFHiD reduction programs covered the pericd 
Dacanber 19607 « dune 1970. Yo get a trus picture of the workload chores 
va are using FY 1957 as the base yaar for comparison with Fy 1965, 15 G2) 
A970 and i971. 


2. We agroe that there has been a reduction in POS perconaecl 
processed throuch CIS #3 « result of the GALTA and OPRSD overscan rodus tee 
tion program. This reduction has been offset somminat by a rathor 
aisesble incrense in TOY travelers, but of considerably more ig Case 
ave the additional responsibilitics added to CPB in the Finnnce tection 
as well. as the general svowth of CPS responsibility in the transportation 
field. This has resulted in an actual workload Increase and is retlected 
as follows: ‘ 


&. Transports rticn Ecetion 


(1) In May 1966 the Personal Property Geetion was transferred 
Prom the Office of Logistics to Central Processing Branch followed 
by tho Transportation Division, Offices of Tegistics veins 
abolished, Since that tima there has been a steady imersacd in 
responsibilitics for information, advice end interpretotion of 
regulations romerdins transportation. CPS isn Tooled ucen os 
tha “oxpert” sor transportation procedural and policy prebiess. 
This expanded ccunseling service has required an increrce in 
cleared government and industry contacts for up-to-date an 
aveilable information. | 


(2) Trancportation counseling and processing services 
started for CIANIS retirees in 1960. 3. This was groetly expended 
when the same benefits were extended ee 25X14 


April 1971. | 

Since February 1069 itineraries have beon proourcd 
for ciomed to WH orca toe avoid travel throuch Miguel 
in an eifort to miainize hijacking risks. 


25X1C 
b. Finrnce Sections There wos a seven percent reduction in 
stabisticni's ae as iv@i L967 te 19703 howovar, Zn anticipation of 
the BALPA ond OPRED proszrons, the following eai tome ie aia ties 
ward agsuncd by tha Piaanca Seetion: 


(2) @inancial briefing of contract Sy reas wider oe. 
cover. This oriefing follows the cane pattera wsiod for Star 
Eaployees on IDY ov 10S asegipmments,. 
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(2) Reinbucscaent for travel expenses for clerical EOD's. 
Thais procedurs elso requires fuenishing the Office of Finsace 
@ voucher reflecting these expandituras for tax purposes. 


: (3) Teansfor of Accountability for non-conturrcat depondeat 
travel to the fleld stations. This was formerly doac by tha 
aroa divisions. 


(i) Pveperation of advances for retirees who ave driving 
via FOV to point of retiranent. 


(5) Cartifieation of advances for operational oxpcnses 
while in a tinvel statuse Prior to this time, authority was 
Limited to per dies end miscellaneous travel oxpenses. 


(6) Cartification of advances for oporational expenses 
while in e travel status. Frior to this tins, authority vas 
Limited to por diem end miscellancous travel axpences. 


(7) Corbification of the Inprost Yund accounting voucher 


for the Travel Sactiou, CPB. This had been eudited and cestirled 
in the Office of Pinance. 


25X1C 


{9) Sha ctomuted rata procedure wos expended to include 
FS, NO, and Wi areas. While the overall advantages of tha 
eonmmted rate procedure era many, the additional teensical 
procecure ror its any eaeny jon has ineveased tae workload in 
thia beotion. 


Ge * Decumen intion Section: Althouch the totel reduction in 
H documentations Lies IGoy7 bas been Light, a eareful review yaa mie 
: of this section and 1% vas recommended that ena Parsonnel Yrocoiaing 
-Aasistant, Gb-09", ratlree, not be repleced. This represented a 20 
percent reduction in the professional persomel in this section in 
the spring of 1971. 


3. We have concheled that with the reduction of one Co-G5 position, 
nad odded responsibilities that require more concentrated efvoect, more 
effectiva use of timc and greater knowledge in the transportntion Mle, 
Central Processing Branch nesds the abe aa eu coal complement to 
properly accomplish ita mission. 
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